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Purpose

This Tool Kit provides information and explains the SOVA
Auditing Department’s technical assistance and support as
well as the policies, procedures and technical assistance
documents such as sample contracts, statistical reports,
donation forms and other related documents regarding SC
Law 14-1-208 thru 14-1-211 to include Provisos 117.51,
93.35 and 98.9 relating to the accountability of the Victim
Assistance Fines, Fees, and Assessment Fund.

Goal

By developing this guide, it is the intent of the State Office of
Victim Assistance to produce a resource manual that will
assist and aid local counties and municipalities in the
accountability of reporting the Act 141 Victim Assistance
Fines, Fees and Assessment Fund; thereby, ensuring that all
funds are used in compliance with governing laws.




SOVA Auditing Section
Overview

Mandated by Proviso 117.51, 93.35, 98.9

Initiate and Conduct Programmatic Reviews and Financial Audits on
Victim Assistance Fines, Fees and Assessment Funds collected in
municipalities and counties statewide (both initial and 90 day follow up
programmatic reviews and financial audits)

Prepare reports after conducting audits and post to SOVA website

Conduct budget reviews and desk audits on annual budgets submitted to
the SOVA Auditing Section per Proviso 117.51

Monitor counties’ and municipalities’ budgets and follow up as needed

Investigate complaints and inquiries regarding Victim Assistance Fines,
Fees and Assessment Fund

Work in a collaborative effort with the State Auditor’s Office, State
Treasurer’s Office, County and Municipal Officials etc.

Coordinate with sheriffs, chiefs, finance directors, advocates etc as
warranted regarding Victim Assistance Fines, Fees and Assessment Fund,

polices, procedures etc.

Provide technical assistance and support to advocates, municipalities,
counties etc. statewide

Conduct and facilitate regional and statewide training events




Proviso 117.51

117.51. (GP: Assessment Audit / Crime Victim Funds) If the State Auditor finds that
any county treasurer, municipal treasurer, county clerk of court, magistrate, or municipal
court has not properly allocated revenue generated from court fines, fines, and
assessments to the crime victim funds or has not properly expended crime victim funds,
pursuant to Sections 14-1-206(B)(D), 14-1-207(B)(D), 14-1-208(B)(D), and 14 1-211(B)
of the 1976 Code, the State Auditor shall notify the State Office of Victim Assistance.
The State Office of Victim Assistance is authorized to conduct an audit which shall
include both a programmatic review and financial audit of any entity or nonprofit
organization receiving victim assistance funding based on the referrals from the State
Auditor or complaints of a specific nature received by the State Office of Victim
Assistance to ensure that crime victim funds are expended in accordance with the law.
Guidelines for the expenditure of these funds shall be developed by the Victim Services
Coordinating Council. The Victim Services Coordinating Council shall develop these
guidelines to ensure any expenditure which meets the parameters of Article 15, Chapter
3, Title 16 is an allowable expenditure. Any local entity or nonprofit organization that
receives funding from revenue generated from crime victim funds is required to submit
their budget for the expenditure of these funds to the State Office of Victim Assistance
within thirty days of the budget’s approval by the governing body of the entity or
nonprofit organization. Failure to comply with this provision shall cause the State Office
of Victim Assistance to initiate a programmatic review and a financial audit of the
entity’s or nonprofit organization’s expenditures of victim assistance funds.
Additionally, the State Office of Victim Assistance will place the name of the
noncompliant entity or nonprofit organization on their website where it shall remain until
such time as they are in compliance with the terms of this proviso. Any entity or
nonprofit organization receiving victim assistance funding must cooperate and provide
expenditure/program data requested by the State Office of Victim Assistance. If the
State Office of Victim Assistance finds an error, the entity or nonprofit organization has
ninety days to rectify the error. An error constitutes an entity or nonprofit organization
spending victim assistance funding on unauthorized items as determined by the State
Office of Victims Assistance. If the entity or nonprofit organization fails to cooperate
with the programmatic review and financial audit or to rectify the error within ninety
days, the State Office of Victim Assistance shall assess and collect a penalty in the
amount of the unauthorized expenditure plus $1,500 against the entity or nonprofit
organization for improper expenditures. This penalty plus $1,500 must be paid within
thirty days of the notification by the State Office of Victim Assistance to the entity or
nonprofit organization that they are in noncompliance with the provisions of this proviso.
All penalties received by the State Office of Victim Assistance shall be credited to the
General Fund of the State. If the penalty is not received by the State Office of Victim
Assistance within thirty days of the notification, the political subdivision will deduct the
amount of the penalty from the entity or nonprofit organization’s subsequent fiscal year
appropriation.
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Proviso 98.9
State Treasurer’s Office

98.9. (TREAS: Penalties for Non-reporting) If a municipality fails to submit the audited
financial statements required under Section 14-1-208 of the 1976 Code to the State Treasurer
within thirteen months of the end of their fiscal year, the State Treasurer must withhold all state
payments to that municipality until the required audited financial statement is received.

If the State Treasurer receives an audit report from either a county or municipality that
contains a significant finding related to court fine reports or remittances to the Office of State
Treasurer, the requirements of Proviso 117.51 shall be followed if an amount due is specified,
otherwise the State Treasurer shall withhold twenty-five percent of all state payments to the
county or municipality until the estimated deficiency has been satisfied.

If a county or municipality is more than ninety days delinquent in remitting a monthly
court fines report, the State Treasurer shall withhold twenty-five percent of state funding for that
county or municipality until all monthly reports are current.

After ninety days, any funds held by the Office of State Treasurer will be made available
to the State Auditor to conduct an audit of the entity for the purpose of determining an amount
due to the Office of State Treasurer, if any.

Proviso 93.35

93.35. (DOA: State Victim Assistance Program) A county or municipality may retain carry
forward funds that were collected pursuant to Sections 14-1-206 (B) and (D), 14-1-207 (B) and
(D), 14-1-208 (B) and (D), and 14-1-211 (B) of the 1976 Code, but no more than $25,000 or
10% of funds collected in the prior fiscal year, whichever is higher. If a county or municipality
does not spend at least 90% of the funds collected pursuant to Sections 14-1-206 (B) and (D),
14-1-207 (B) and (D), 14-1-208 (B) and (D), and 14-1-211 (B) on Article 16, Chapter 3, Title 16
first priority and/or second priority programs during the fiscal year that the funds are received
then the county or municipality shall remit any unspent funds that are greater than the allowed
carried forward funds, regardless of the year collected, to the State Victim Assistance Program
(SVAP) with the Department of Public Safety, Office of Highway Safety and Justice Programs
within 120 days after the end of the fiscal year. All funds must be accounted for in the annual
audit for each county or municipality.

SOVA shall offer training and technical assistance to each municipality and county
annually on acceptable use of both priority one and priority two funds and funds available for
competitive bid.

SOVA is authorized to transfer to the State Victim Assistance Program housed in the
Department of Public Safety any state funds deemed available under SOVA authority to be
placed in the competitive bid process.

The State Victim Assistance Program shall offer any funds remitted to it to non-profit
organizations that provide direct victim services on a competitive bid process. These funds may
be used by the non-profit for administrative costs and victim services.
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Approved Guide for Expenditures of Monies
Collected for Crime Victim Service In
Municipalities and Counties

- 1 1

Guidelines (@

The purpose of the Approved Guidelines is to
provide a list of approved expenditures for
retained County and Municipal Victim
Assistance Fines, Fees, and Assessment Funds as
It relates to Sections 14-1-206 thru 14-1-211
regarding providing direct victim services.
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SOUTH CAROLINA
Victim Service Coordinating Council

Approved Guide for Expenditures of Monies Collected for
Crime Victim Service in Municipalities and Counties
Effective December/2013

The following is a list of approved expenditures of crime victims’ funds retained by county

and municipal governments pursuant to Sections 14-1-206, 14-1-207, 14-1-208, and 14-1-211

exclusively for the purpose of providing victim services; including but not limited to:

1.  Personnel, salaries/ benefits, performing direct services to crime victims (Victim
Advocates within law enforcement and solicitor offices, notifiers for detention centers

and the summary courts);

Automobiles shall be used solely by the Victim Service Provider (VSP) for providing
direct victim services for the life of the automobile.

Expenses for a victim may be reimbursed to the Victim Service Provider (VSP) only while

providing direct victims services at the rate of per diem for meals and transportation

Computers, computer software, internet connection, website for personnel providing direct

crime victim services;

Automated victim information and notification systems;

Training and conference registration, hotel accommodations for personnel providing direct

crime victim services;

Office space, furniture, equipment (telephone, telephone lines, 800 numbers, fax, copier)

and equipment maintenance for personnel providing direct crime victim services;
Postage, copying and printing cost for programs as relating to notification services and
correspondence relating to direct victim services as carried out by the Victim Service

Provider

9|Page




Brochures for crime victims describing the crime victim services available through the

entities and contact information. Reference materials.

Telephone charges relating directly to crime victim services;

Pager, cell phone expenses for personnel providing direct crime victim services;

Volunteer personnel and training expenses directly providing services to crime victims;

Office supplies for personnel directly involved in providing services for crime victims;

Camera, film, video tape, VCR recording equipment to support evidence documentation
for domestic violence and sexual assault cases and viewing of educational materials for

victims;

Recording or translation services directly related to crime victim services;

Funding for Women and Children shelters/ treatment center for crime within the county or

municipality;

Funding for Rape Crisis Centers

Funding for other local organizations providing direct services for crime victims
(Mental Health, etc.);

Matching funds for grant programs providing direct services to crime victims
( CDV grants, dedicated court grants for CDV, etc.);Emergency funding to be paid to

service providers for crime victims: day care for children of crime victims required to be in

court, limited rent, utilities for transitional housing for CDV victims, limited groceries,

transportation, etc.);Funding for child friendly interview rooms, separate waiting rooms for

crime victims.




Additional Approved Guidelines for Expenditures of Monies Collected for Crime
Victim Service in Municipalities and Counties - Effective Monday, January 30, 2017

The following is a list of additional approved expenditures of crime victims’ funds retained by
county and municipal governments pursuant to Sections 14-1-206,14-1-207, 14-1-208, and 14-1-211
exclusively for the purpose of providing victim services; including but not limited to:

1. Funds may be used for attorneys to represent and provide legal service for crime victims.
Attorneys providing this service are required to maintain statistical reports to include but not
limited to the number of victims, types of victims and services provided. Please note
(attorneys representing Towns and or Counties are excluded from providing this service).

Funds may be used for an Administrative Assistant’s salary providing direct victim services
to crime victims. Please note (if this person is not full time and has dual roles not providing
direct victim services, contact SOVA to discuss the necessary Time and Activity (T&A)
form required initially for 90 days to determine a percentage. This form will be required to
continuously be maintained by the employee). Funds may be used to pay a portion of the
following expenses relating to the Administrative Assistant;

A. Rent (% applied if dual role)

B.  Phone (% applied if dual role)

C.  Computer (to be used solely by Administrative Assistant)
D

Software (to be used solely by Administrative Assistant)

Funds may be used to establish an Emergency Fund for crime victims. You are required to
follow all of the Victims of Crime Act (VOCA) Guidelines, develop an emergency fund
application and maintain backup information regarding the emergency funds used.

. Funds may be used to provide Victims’ Rights Week (VRW) Scholarships for crime victims
and or immediate family members to attend the Annual South Carolina VRW Conference.

. Funds may be used for a Financial Support Specialist’s salary that will respond to
transitional housing requests. Please note (if this person is not full time and has dual roles
not providing direct victim services, contact SOVA to discuss the necessary Time and
Activity (T&A) form required initially for 90 days to determine a percentage. This form will
be required to continuously be maintained by the employee). Funds may be used to pay a
portion of the following expenses relating to the Financial Support Specialist;

Rent (% applied if dual role)

Phone (% applied if dual role)

Computer (to be used solely by Financial Support Specialist)
Software (to be used solely by Financial Support Specialist)

It is important to remember that policies and procedures are required to be developed, updated and
maintained for auditing purposes.

Developed by the State Office of Victim Assistance January 2017
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why We Audit?

You may be asking how the State Office of Victim Assistance makes the determination to

initiate a Programmatic Review and Financial Audit. Well, let us look at the standard ways

SOVA determines if there is a need for an audit:

Request from the State Auditor’s Office - The requests are received throughout the

year from audits the State Auditor’s Office conducts via court audits on municipalities
and counties statewide. If during the audit, there are any errors found with the victim
assistance fund, the state will issue the final audit report documenting those errors to
SOVA. SOVA will then prepare to conduct the 90-Day Follow up Audit to determine if

all recommendations were corrected.

Budget Review - Each year the SOVA auditing section conducts desk audits of all

Municipal/County Victim Assistance Fines, Fees and Assessment Fund budgets. If
during the budget review the auditor finds errors or concerns, the auditors will make
every effort to contact the municipality/county officials to rectify the problem. If it is
determined the municipality/county errors need additional review and cannot be
corrected without an audit, the municipality/county is then added to the upcoming audit

schedule.

Inquiry - If any information becomes a “red flag” and found to be a concern through
the media, phone calls, meetings, submitted documents, etc. that may appear to involve
the Victim Assistance Fines, Fees and Assessment Funds; SOVA has the right to initiate

a Programmatic Review and Financial Audit.

Official Complaint - If anyone has a concern about the Municipal/County Fines, Fees

and Assessment Funds and submits an official complaint in writing to the SOVA
Auditing Section either through email, mail or fax (contact information provided at the
end of this Toolkit), SOVA has the right to initiate an audit. The complainant can also
request to remain anonymous but has to make the request in writing in order to have the

audit initiated.
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Who Will The Auditor Contact?

At the beginning of the audit, the auditor will contact the Chief/Sheriff and the
County/Town Administrator and request a point of contact to work with during
the remainder of the audit process. As the audit proceeds, the SOVA Auditor-in-
charge may contact a number of different agencies within the audited Municipality
and/or County to include but not limited to the following:

Some external agencies that may be contacted during an audit:

e Other government agencies

¢ Non-profit agencies (Local/Statewide)

Possible interagency contact during an audit:

County/Municipal Administrative Office
Treasurer’s Office

Clerk of Court

Finance Department

Sheriff’s Department

Police Department

Victim Advocate

SLED if warranted

Any other entity deemed necessary by the Auditor




Don’t Worry




Steps to a Successful Audit

Once the county/municipal administrator and sheriff/chief have been informed of the

upcoming audit, the following steps will aid in a successful audit:

Review the available technical assistance information provided on the SOVA
website at www.sova.sc.gov (under the auditing tab).

Review all Job Descriptions to ensure they are current, updated and provide
copies to everyone paid out of the Victim Assistance Fines, Fees and
Assessment Fund.

Ensure all employees (as required) maintain accurate, organized and current
Time & Activity sheets as warranted if they are not 100% Victim Advocate.

If the municipality has a current contract, ensure you have reviewed and
updated the contract on an annual basis and that statistical reports are received
on a monthly, quarterly and year-end basis.

Review your purchasing request process, ensure all receipts and files are
accurate and organized and have available for review.

Review and update all victim advocate reports to ensure proper tracking/record
keeping.

When applicable, ensure you have hard copies of previous monthly, quarterly
and yearly statistical reports.

Please promptly return all pre-requested documents by the SOVA established
deadline date.

Collect copies of any prior year’s financial audits conducted and/or
supplemental schedules prepared and have available for review.

Review and compile a current list of all entities that receive money out of your
municipality/county retained Victim Assistance Fines, Fees and Assessment
Fund.

Please use the donation form if donating funds to another entity or non-profit
and keep the forms on file. Make sure you inform the entity you are donating to
where the funds are coming from and of the reporting requirements.

Ensure that other entities and or non-profits submit their budgets to SOVA 30
days after approval if they are receiving any portion of the Victim Assistance
Fines, Fees and Assessment Funds as a donation.
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What You Need To Know If You
Are a Victim Advocate

You must have written policies and procedures in place specifically regarding your
program, services, request for the usage of victim assistance funds etc.

You must have a victim assistance procedural manual for your program outlining
types of services provided to victims and how they are provided, types of victims
assistance, listing process for tracking victims assisted etc. Please go to the SOVA
website for a sample manual at www.sova.sc.gov (click under the auditing tab).

You must have a tracking mechanism in place that provides good statistical reports
to track the number and types of victims and services provided etc.

You must have a current job description reflecting actual services performed as the
victim advocate. The job description is required to be updated as needed to reflect
any changes in responsibilities and duties and placed on file with the local human
resource office.

You must continuously prepare time and activities sheets daily and keep them on
file if you have been instructed to do so by SOVA because you are not providing
direct victim services 100% of the time but getting paid out of the fund.

As the victim advocate, you along with your immediate supervisor, chief and or
sheriff are entitled to know on a monthly basis the amount of revenue in the fund
and receive a list of any expenditure from the fund.

You must become and remain current and in compliance with the Victim Service
Provider Certification according to State law and the OVSEC office.

If you are a victim advocate and your agency has a contract with another agency to
provide direct victim services, you must ensure that your job description reflects
the services to the other agency, that you provide the other agency with monthly,
quarterly and year-end statistical reports and that you collaborate with them as
needed. Also, the contract must incorporate all of the questions as outlined in the
sample contract and contract instructions.

You must periodically check the SOVA website for any changes and updates to
ensure that you are equipped and prepared as it relates to the victim assistance
fund. Having knowledge about the fund is vital.

You are encouraged to contact SOVA at 803.734.1900 regarding any questions
you may have about the fund or to get clarity on an issue such as expenditures,
procedural manual, time and activity forms, etc.
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PRE-REQUESTED
AUDIT DOCUMENTS

Purpose:

The pre-requested audit document section provides an example of the
type of information the SOVA auditor will need the agency to provide
for review. Also, this information should be available in the event the
agency receives an audit initiation letter. Please note the documents
provided in this section are just an example of what may be requested. If
warranted, the auditor may request other additional documents to aid in
the audit process. The auditor will contact the agency and appropriate
officials prior to the site visit and explain on a case-by-case basis what
is required for the individual audit process. Remember, no two audits
are ever the same. Therefore, the information required will vary.
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Victim Assistance Fines, Fees, and Assessment
(VAFFA) Fund Pre-Requested Audit
Documents/Information Request List

(Example)

Pre-requested audit documents to submit prior to the auditor’s site visit:

Agency Website Address

Contact Information for all Victim Advocates

Victim Assistance FFA Expenditure Reports

Copy of Financial Statements (Income Statements, Balance Sheet etc.)
Copies of last 5 budgets submitted to SOVA for review

Copy of last 5 Schedule of Court Fines, Assessments and Surcharges
(found in the County/Municipal Annual Financial Audit Reports)

List of all local governing entities and non-profit organizations
receiving FFA funds

Victim Staff Hired Report (found on SOVA Website at www.sova.sc.gov) (under
the auditing tab)

Victim Advocate/ Volunteer Job Description

. Copy of victim assistance operational policies and procedures

. Copy of all victim assistance publication items

. Victim Service Provider (VSP) certification documentation
Copy of Completed Non-Profit Donation forms for (specified timeframe)
Copy of prior audits (Annual Financial Audit, State Auditor Audits)

. Are you currently being investigated or has there been any previous
investigations conducted by SLED in your area? If so, please explain.

Please return all of the above documents before or no later than date

established by Auditor in Charge.

Note: SOVA reserves the right to request any additional information as deemed necessary
for completing the Programmatic Review/Audit.
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Technical Assistance and Support

In an effort to provide technical assistance and support to
counties, municipalities and advocates, please note in this
section there are sample documents outlined that can be
modified and used specifically for your needs. Also, if you
would like to review these documents online, please go to
www.sova.sc.gov (click under the auditing tab).

These documents may assist advocates, counties,
municipalities, non-profits and other entities etc. in
maintaining accountability of the Act 141 Funds.

If there are any questions regarding the technical assistance
documents, please call the SOVA Auditing Section at
803.734.1900.
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Technical Support Documents

Technical Assistance Documents At-A-Glance
Victim Advocate Time & Activity (T&A) Sheet

Victim Advocate T&A Percentage Calculation Worksheet
(PCW)

Sample Victim Advocate Budget

Victim Witness Staff Hired Report
County/Municipal Sample Contract and Instructions
Victim Assistance Expense Report

Victim Assistance Sample Crime Statistical Report
Donation Form

Victim Advocate Procedural Manual

Sample Supplemental Schedule

Non-Profit Allowable Rent Form




Technical Assistance At-A-Glance

Time & Activity (T&A) Sheet

The Time & Activity sheet must reflect victim/witness assistance activity related to providing
direct victim services; date, time frame, type of victim and services provided/activity. The
number of hours worked must be totaled at the bottom, signed and dated. This form is used to
track all activity for anyone that is considered a part time advocate providing direct victim
services and their salary is paid from the Victim Assistance Fines, Fees and Assessment
(VAFFA) Fund account. The form is required to be updated daily as direct services are
provided. It will be ongoing as long as staff paid out of the funds remains part time.

Victim Advocate T & A Percentage Calculator
The Victim Advocate T & A Percentage Calculation Worksheet is used to determine the
percentage of time a part time advocate spends providing direct victim services to crime victims.
The number of victim advocate hours worked in a specific time frame is taken from the T & A
Sheets and divided by the total hours worked during that same period of time. This determines
the victim advocate’s allowable percentage that can be paid from the VAFFA Fund for salary
and or other program expenses.

[Sample] Budget
The Sample Budget is used to show the estimated revenue and expenditure of a
county/municipalities’ VAFFA Fund. It only shows expenses that are applicable to the specific
county/municipality that it is created for. The sample budget should also show any transfers in
or out of the General Fund as it relates to the VAFFA Fund. Budgets are required to be
submitted to SOV A within 30 days after it has been approved by the local governing body.

Victim Assistance Staff Hired Report
The Victim Witness Staff Hired Report should include the name of the victim advocate, date
hired, salary, and years of service for every person paid with VAFFA funds. It should also
indicate whether Victim Witness Staff have a current job description on file with HR.

Victim Assistance Expenditure Report
The Expenditure Report is used for tracking all expenses that come from the VAFFA Fund.
Details such as expense date, amount and a brief description of the expenses should be listed on
this report.

Sample Contract
It is not mandatory to have a contract but it is considered a “best practice” if it is used for
counties/municipalities that have another entity provide some or all of their victim services. A
detailed description of all services that will be provided should be listed in the sample contract;
including but not limited to, victims served, services provided and types of victims to assist and
notate any funds to be transformed to county or municipality providing services etc. The
contract should be updated and renewed annually.

Sample Crime Statistical Report
The Crime Statistical Report is used to keep track of all direct services provided to crime
victims. This report provides an overview of the type of crime, services provided and the
municipal location.
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Donation Form
This form was developed to ensure the agency donation receiving requests their donation in
writing indicating how they intend to use the funds to provide direct services to crime victims.
Please keep a record of this on file.

e Ensure sure agency responds to request in writing informing agency of the amount that
will be donated for direct victim services. Again, please keep a record of this on file.

Ensure sure the response letter indicates the amount to be donated and inform the agency
requesting the donation that they are required to provide monthly, quarterly and year-end
reports to the donations agency documenting the number and types of victims assisted
and services provided. A sample report can be found at www.sova.sc.gov under the
auditing tab attached to the sample contract. These reports may be requested for review
by SOVA staff during the budget phase or if there is an audit scheduled.

The agency or organization receiving the funds will be required at the end of the fiscal
year to provide SOVA with a budget and or report showing how the donated funds were
used. They can send their budget with the donating agency’s budget or they can send it
separately but funds must be used as outlined in the request letter.

Victim Advocate Procedural Manual: Table of Content [Sample]

The victim advocate procedural manual was developed to assist and aid victim advocates,
coordinators and directors of victim service programs in providing and enhancing the quality of
services to crime victims. Also, due to a number of requests from advocates across the state, it
became apparent advocates were seeking guidance in developing their victim advocate
programs and establishing policies and procedures. The manual was designed also to empower
victim advocates and equip them with the knowledge and skills needed to ensure direct victim
services is provided in a timely manner to crime victims in their assigned territory.

It is not the intent of the sample manual to capture all of the areas in providing direct victim
services. However, it is to be used as a guide and serves as a sample of what you may want your
procedural manual to reflect. Please feel free to adopt all or portions of the manual as you feel
appropriate to assist you in developing your own document that will meet your needs and the
needs of your organization.

[Sample] Supplemental Schedule
The Sample Supplemental Schedule of Court Fines, Assessments and Surcharges was developed
to assist and aid accountants and auditors preparing the County/Municipal Annual Financial
Audit. All Financial Audits are required to include the schedule of Court fines, Assessments and
Surcharge. THIS IS NOT A MADATORY FORM. However, it will provide detailed
reporting information regarding the Victim Assistance Fines, Fees, Assessment fund as needed.

Non-Profit Allowable Lease Form
The Non-Profit Allowable Lease form was developed to assist and aid non-profit organizations
who wish to use Victim Assistance Fines, Fees, and Assessments funds towards the lease of a
building. It outlines the process and procedures to adhere to regarding compliance. The non-
profit is required to contact SOVA initially for the first calculation regarding the funds to ensure
compliance. Contacting SOVA for all lease procedures is highly recommended to ensure
compliance.
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Victim Assistance Time and Activity Sheet
For the week of:

Note: Time and activity sheet must reflect victim/witness assistance activity.

Date Time Frame Type of Victim Services Provided/Activity

(Ei(g /r;g/llei 10:45 am-11:30 CSC Victim Met with victim and completed SOVA crime
am victim compensation application.

10/20/11 12:00 pm-1:00 pm LUNCH

10/20/11 1:00 pm-3:00 pm CSC and CDV Victims Provided courtroom orientation

Assisted CDV victims in court and provided
10/21/11 9:30 am-11:30 am CDV Victims them information about their rights and crime

victims compensation

Total number of hours worked:

Signature

Developed by the State Office of Victim Assistance January 2017
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Victim Assistance Time and Activity
Continuance Sheet for week:

Note: Time and activity sheet must reflect daily activities.

Time Frame Type of Victim Services Provided/Activity

Total number of hours worked:

Signature

Developed by the State Office of Victim Assistance January 2017
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Calculated By: Mickey Mouse Today’s Date: 08/19/2016

Victim Advocate (VA) Time and Activity
Percentage Calculation Worksheet (PCW)

(Must Provide Direct Victim Services)

Step 1.

40 (Total Weekly Working Hours per Job Description)

X _8 (Total Number of Weeks During Timeframe Being Reviewed)
* We do not exclude Holidays or Vacation Time.

320 (Total Number of Working Hours)

Step 2:

80 (# of VA Working Hours) + _ 320 (Total # of Working Hours) = _0.25

Providing Direct Victim Services

(*Calculated from Time and Activity Sheets) = (* Total hours calculated in Step 1)

Step 3:

As of the date above, it appears the Victim Advocate’s
Allowable Percentage is:

025 x 100=_25 %

(Allowable Amount) (Allowable Percentage)

* Attach all Time and Activity forms used to complete this PCW.

* Time and Activity Percentages should be calculated at least once a year to
determine if the percentage of time has increased/decreased.

Developed by the State Office of Victim Assistance January 2017
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Calculated By: Today’s Date:

Victim Advocate (VA) Time and Activity
Percentage Calculation Worksheet (PCW)

(Must Provide Direct Victim Services)

Step 1.
(Total Weekly Working Hours per Job Description)

(Total Number of Weeks During Timeframe Being Reviewed)
* We do not exclude Holidays or Vacation Time.

(Total Number of Working Hours)

Step 2:

(# of VA Working Hours) =+ (Total # of Working Hours) = __.

Providing Direct Victim Services

(*Calculated from Time and Activity Sheets) = (* Total hours calculated in Step 1)

Step 3:

As of the date above, it appears the Victim Advocate’s
Allowable Percentage is:

x 100 = %

(Allowable Amount) (Allowable Percentage)

* Attach all Time and Activity forms used to complete this PCW.

* Time and Activity Percentages should be calculated at least once a year to
determine if the percentage of time has increased/decreased.

Developed by the State Office of Victim Assistance January 2017
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VICTIM ADVOCATE SAMPLE BUDGET

Prior Year Fund Carryforward Balance
Anticipated Revenue Collection

General Fund Transfer to Victim Assistance Fund
Estimated Budget Funds Available

$ 90,000.00
$ 80,000.00
$ 10,000.00
$ 180,000.00

RECURRING EXPENSES

Salaries

FTE Victim Advocate

FTE Fringe

FTE Retirement

FTE FICA - employer’s share

FTE Unemployment

FTE Workers Compensation

Part Time Notifier (30% Time & Activity Percentage Calculation)

Part Time Fringe
Office Supplies

Victim Assistance Reference Materials

Postage

Brochures (Printing)

Victim Rights Notification Forms (5 Copy Form)
Rent/Lease (Only if Victim Assistance Program is in a separate location)
Internet Access (Only if Victim Assistance Program is in a separate location)
Office Phone (Only if Victim Assistance Program is in a separate location)
Cell Phone Service (Only if available to all victims and on all publication material)
Equipment Maintenance Contract
800 Toll Free Line for Victims Only
Mileage (ex: .55/mile X 15,000) (whatever per diem rate is for your agency/county)
Training/Seminars (OVSEC Approved Certification/Cont. Ed.)
Victim Services Conferences (Victim Right Week, LEVA Conference etc.)

Total Recurring Expenses (annually)

27|Page

$ 32,000.00
$ 7,680.00
$ 3,113.60
$ 2,448.00
$ 80.00
$ 144.00
$ 8,400.00
$ 2,016.00
$ 2,000.00
$ 1,000.00
$ 500.00
$ 1,500.00
$ 2,000.00
$ 1,000.00
$ 23940
$ 500.00
$ 420.00
$ 2,500.00
$ 500.00
$ 8,250.00
$ 500.00
$ 1,000.00
$ 77,791.00




NON - RECURRING EXPENSES

Automobile
Computer/IPAD/Tablet
Computer Software
Camera

DVD

Fax Machine

LCD Projector
Furniture and Fixtures
Copier/Printer
Non-Profit Donation

(Used Only By Victim Advocate)

(Used Only By Victim Advocate)

(Only for Victim Advocate Computer)

(Used Only By Victim Advocate)

(Full playback and record facilitator)

(Used Only By Victim Advocate)

(Victim Advocate-Public Presentations Only)
(Desk, Chair, Cabinet etc. for Victim Advocate)
(Used Only By Victim Advocate)

(See Sample Donation Form for instructions)

Located on SOVA Website: www.sova.sc.gov

Total Non - Recurring Expenses

Estimated Victim Advocate Expenditures

Estimated Victim Advocate Carryforward

Developed by the State Office of Victim Assistance

$ 24,000.00
$ 1,500.00
$ 1,000.00
$ 1,000.00
$ 500.00
$ 500.00
$ 2,000.00
$ 2,000.00
$ 2,000.00
$ 10,000.00

$ 44,500.00
$122,291.00

$ 57,709.00

January 2017
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County/ Municipality
(Name)

FFA Victim/Witness (V/W) Staff Hired Report

(Form Last Revised on 08/2016)

Hourly
Wages

Annual
Salary

vsp
Certification

Job
Description

Department

#

YorN

Years of

Service as a
Victim
Advocate

Developed by the State Office of Victim Assistance
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County/Municipality
(Name)

Victim Assistance FFA Expenditure Report
(Form Last Revised on 08/2016)

Purchase Reason for
Date Type of Expense Department Amount$ Purchase
Used for victim
(example) | 3/10/16 | Computer purchased Sheriff Office $4,500.00 reports

1

© |00 [N O |0 (bW N

=
o

=
=

=
N

=
w

[N
N

=
(6}

***Please provide supporting document(s) for all expenses***

Developed by the State Office of Victim Assistance January 2017
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Instructions for Creating a Victim Service Contract

It is not a requirement that the Counties/Municipalities use the SAMPLE CONTRACT
provided on the State Office of Victim Assistance (SOVA) website. However, the entity
providing direct services is required to submit monthly, quarterly, and yearly statistical
reports to the appropriate entity involved with the contract. You can find an example of a

statistical report at www.sova.sc.qov (Auditing Tab). This will assist and aid with

accountability.

However, if you decide to customize your own contract, please see details below:

Did you outline the duties to be provided by the appropriate entity?

. What is the payment arrangement?
How will the funds be collected, recorded, and received?
Did you outline the employment agency for the victim advocate providing the duties?

. What is the agreement timeframe? It is required by SOVA that all contracts are updated
annually.

. What procedures must be followed to terminate the contract?
How will the service reports be provided to the appropriate entity? It is required that
any entity receiving any portions of the funds provide monthly, quarterly and year-end
statistical reports
Has it been signed by the Sheriff/County Administration and or the Chief/Town or City
Administration to show the agreement has been approved?
Ensure that your contract includes details regarding the transfer of funds and how much
to be transferred and how often if applicable.

. Ensure your contract includes information regarding agency providing direct victim
services submitting monthly, quarterly and year end reports. The reports will be given
to the agency receiving services for crime victims.

. Ensure that the victim advocate’s job description is revised and or updated to

incorporate additional duties regarding providing direct victim services to the entity.



http://www.sova.sc.gov/

STATE OF SOUTH CAROLINA
AGREEMENT
COUNTY OF WAYNE

The parties entering into this agreement, the Wayne County Sheriff’s Office and the City
of Glynn Police Department, hereby enter this agreement to provide the City of Glynn with
Victim Assistance as mandated by South Carolina Law. The General Assembly, in enacting the
Victim’s Bill of Rights, recognized the civic and moral duty of victims of and witnesses to a
crime to cooperate fully and voluntarily with law enforcement and prosecution agencies. The
General Assembly further recognized that to ensure that all victims of and witnesses to a crime
are treated with dignity, respect, courtesy, and sensitivity, the rights and services extended in the
law to victims of and witnesses to a crime are honored and protected by law enforcement
agencies, prosecutors, and judges in a manner no less vigorous than the protections afforded
criminal defendants. The purpose of this agreement is to maintain a level of service throughout
Wayne County and the City of Glynn as contemplated by the Victim’s Bill of Rights, S.C. Code
Ann. § 16-3-1505 et seq.

It is agreed that the Wayne County Sheriff’s Office will provide the City of Glynn with
the services of a Victim Advocate for the purposes of assistance, notification of release of
offenders, notification of court appearances, assistance with reimbursement forms, and other
counseling services, as well as the other services mandated by S.C. Code Ann. § 16-3-1505 et
seq., to be provided by the law enforcement agency.

It is agreed that in consideration of this agreement, the City of Glynn will provide
Wayne County with the monies collected pursuant to S.C. Code Ann. § 14-1-211 that are
retained by the City of Glynn for the purpose of providing services for victims of crime.

It is agreed that the monies collected pursuant to S.C. Code Ann. § 14-1-211 by the City
of Glynn and transmitted to Wayne County monthly will be placed in the Victim Services
Account through the Wayne County Treasurer’s Office just as if those funds were maintained by
Wayne County through general sessions and magistrate’s court surcharges.

It 1s agreed that the Victim Advocates will be employees of the Wayne County Sheriff’s
Office at all times even when rendering services within the City of Glynn.

It is agreed that the Victim Advocate’s job description(s) will be revised and updated to
incorporate additional duties regarding providing services to the City of Glynn. Furthermore,
with the exception of personnel specifically named in other agreements between these two
agencies, this agreement does not in any way render personnel of the City of Glynn Police
Department as employees of the Wayne County Sheriff’s Office.

It is agreed that the Wayne County Sheriff’s Office will provide the City of Glynn with
monthly, quarterly and year-end reports regarding the number of victims, types of victims and
services provided to victims on behalf of the City of Glynn.




This agreement shall be re-evaluated and signed by all parties annually prior to the
expiration date noted below. Also, it shall remain in effect for a period of one year unless
rescinded by either party by written notice to the other agency.

In witness whereof the parties attached here have set the hands and seals this day of
, 20

Onnie D. Dickey
Sheriff, Wayne County

Eli Grimes
Chief of Police, Glynn, SC




Types of victimization and services provided should be changed to reflect services and
victims assisted by advocate.

Crime Victims Statistics 2015

TYPE OF VICTIMIZATION

Glynn
Municipal

Wayne
Municipal

Duvall
Municipal

ASSAULT/THREATS

5

1

AB/ABHAN

24

15

CDV/CVHAN

N
(e}

w
o

CsC

CSC W/MINOR

CONTRIBUTING TO A MINOR

DEATH

DOMESTIC DISTURBANCE

HARASSMENT/STALKING

HOMICIDES

PROPERTY CRIMES

ROBBERY

ALL OTHER CRIMES

© [[Ww [[w O ||o ([0 [C ||O ||w |-
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TOTAL:

105

59

TYPE OF SERVICES PROVIDED

Glynn
Municipal

Wayne
Municipal

Duvall
Municipal

ACCOMPANIMENT TO COURT

70

66

42

CASE INFORMATION

101

131

56

CRIME SCENE CLEAN UP INFO.

0

0

0

CRIMINAL JUSTICE INFORMATION

68

75

32

CVCEF - INFO/FILING/FOLLOW UP

12

4

o

LETTERS OF ASSISTANCE

45

54

=
»

MEDICAL RECORDS - REQ/FORWARD

PHOTO TAKEN

REFERRALS TO - rape crisis, shelter, etc

RO/OP INFO/FILING/TRE.LETTER

SAFETY PLAN

SCHEDULE CSE EXAM

SCVAN EMERGENCY FUNDS

STATEMENT TAKEN/TAPE REQUEST

TRANSPORT

OTHER (VM&Email)

O 1O ||IO ||IO ||O ||I© |IN |JOo1 |O ||O

TOTAL:




Victim Assistance Fines, Fees and Assessment Fund Donation Form

Donating Agency:

Donating Agency Address:

Donating Agency Contact:

Donating Agency Contact Email:

Donating Agency Phone Number:

Amount Donated: Amount Requested: Fiscal Year:

Agency Requesting Donation:

Agency Requesting Donation Address:

Agency Requesting Donation Contact:

Agency Requesting Donation Contact Email:

Agency Requesting Donation Phone Number:

All Steps Below Are Required:
Checklist for Donating Agency: (Contact SOVA Auditing Section with questions at 803.734.1900)

Ensure you receive a request letter from the agency making the donation request identifying how
These funds will be used in providing direct victim services to crime victims? All requests must
submitted yearly and considered a one-time donation and is not a guarantee of funds.

Ensure your agency responds with written notification to the request letter indicating the amount
that will be donated for only direct victim services to the requesting agency?

Ensure your agency’s response letter indicates the amount to be donated and inform the

agency requesting the donation that they are required to provide monthly, quarterly and year-
end reports to your agency showing the number and types of victims assisted and services
provided? A sample report can be found at www.sova.sc.gov under the auditing tab attached to
the sample contract. These reports may be requested for review by the auditing staff during
the budget phase or during an audit if warranted.

Ensure your agency informs the requesting agency or organization receiving the funds that they
will be required at the end of the fiscal year to provide SOV A with a budget and or report
showing how the donated funds were used? The budget/expenditure report is a requirement per
Proviso.

This is separate from any contract negotiations between counties/municipalities. However,
all contracts should include amounts to be transferred to county/municipality providing
services and reports above are required by the contractual county/municipality.

Signature for Donating Agency: Date:

Signature for Requesting Agency: Date:

Developed by the State Office of Victim Assistance January 2017
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VICTIM ADVOCATE
PROCEDURAL MANUAL

Table of Content

Table of Content

Purpose

Agency’s Mission Statement, Goals and Objectives

Advocate’s Job Description (current)

Victims’ Rights

What Can You Do To Help Crime Victims Understand Their Rights...6
Victim Services Statutes

Code of Ethics

Types of Crime Victims

Case Management of Files

Request to Use Victim Funds for Purchases

Approved Guidelines

Reports

Networking and Partnerships

Training and Education

RESOUICES. ... .o

Publications

Victim Assistance Manual Developed by SOVA - Updated January 2017
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CITY OF ROCKY ROAD, SC
SCHEDULE OF COURT FINES, ASSESSMENTS AND SURCHARGES
For The Year Ended , 20
This is not a mandatory form. However, the detailed information regarding the
Victim Assistance Fines, Fees and Assessment fund is needed.
COUNTY/
MUNICIPAL FUNDS
COLLECTED BY General Magistrate Municipal
CLERK OF COURT Sessions Court Court
Total Fund Remitted to
the State Treasurer

VICTIM SERVICES FUNDS COLLECTED

Municipal

Carryforward from Previous Year — Beginning Balance
Victim Service Revenue:
Victim Service Assessments Retained by Municipal/County Treasurer
Victim Service Surcharges Retained by Municipal/County Treasurer
Interest Earned
Grant Funds Received
Grant From:
General Funds Transferred to Victim Service Fund
Contribution Received from Victim Assistance Contracts :
(1) Town of
(2) Town of
(3) City of
Total Funds Allocated to Victim Service Fund + Beginning Balance =
(A)
Expenditures for Victim Assistance Program:
Salaries & Benefits
Operating expenditures
Victim Service Contract(s):
(1) Entity Name
(2) Entity Name
Victim Service Donation(s):
(1) Domestic Violence Shelter:

(2) Rape Crisis Centers:
(3) Other local direct crime victims
service agency:

Transferred to General Fund
Total Expenditures from Victim Assistance Fund/Program
(B)
Total Victim Service Funds Retained by Municipal/County Treasurer
(A-B)

Less: Prior Year Fund Deficit Repayment

Carryforward Funds — End of Year

Developed by the State Office of Victim Assistance (August 20, 2015) / Revised on (May 25, 2016)
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Non-Profit Allowable
Victim Assistance Fines, Fees, and Assessment Fund

Lease Process and Procedures
If a non-profit wish to use a portion of donated Victim Assistance Fines, Fees, and Assessment
Funds towards the lease of a building, the following lease process and procedures must be
adhered to and the non-profit must always contact SOVA initially for review.

1. The non-profit MUST provide direct service to crime victims

2. The non-profit MUST adhere to all donation guidelines as outlined on the SOVA
Donation Form (located at www.sova.sc.gov under the auditing tab)

3. The non-profit will be allowed 150 square feet per person providing direct services

4. The non-profit will be allowed to pay lease for those personnel only that provide
direct service to crime victims. (The non-profit MUST forward a copy of all job
descriptions to SOVA for review and accountability purposes)

5. If all personnel within the leased building provide direct service to crime victims 100%
of the time, the lease MAY be paid at 100% (The non-profit MUST forward a copy
of all job descriptions to SOVA for review and accountability purposes)

6. If the donated funds are received and used for a lease agreement, the non-profit MUST
forward a copy of the lease agreement and ensure it outlines (1) the total amount of
rent and (2) square footage for the portion of building used by the non-profit agency

7. The non-profit MUST contact SOVA prior to utilizing Victim Assistance Fines, Fees,
and Assessment funds annually if used for lease

Allowable Direct Service Square Footage (sg. ft.) Calculation:

150 sq ft per provider x 4 (# of direct service providers) = 600 Allowable Sq. Ft.

Allowable Lease Percentage Calculation:

Allowable Sq. Ft + Total Leasing Sq. Ft. Total Allowable Lease %

600 : 1100 54 [/ 54%

Total Amount of Lease x Total Allowable Lease % = Total Allowable Lease (S)

2,500.00 X 54 % =S 1,350.00

CONTACT SOVA TO DISCUSS ALL LEASE
PROCESS AND PROCEDURES

Developed by the State Office of Victim Assistance September 23, 2016
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Victim Assistance Fines, Fees and Assessment Fund

Frequently Asked Questions (FAQ)

For further information and or questions, please do not hesitate to contact the SOVA Auditing Section - updated 2/2017

TP &Y

L)
FAQ Content

Budgets

Salaries

Vehicles

Donations

Contracts

Trainings and Events
Departmental Purchases
Victim Related Purchases

Finance Director Support

Please be advised, SOVA will update the FAQ section periodically

You may get the most recently updated version at,

WWW.S0Va.SC.goVv

(Click on the SOVA Auditing tab)



http://www.sova.sc.gov/

Budgets

Q1:

If a very small municipality does not have a victim advocate, police
department, hold court and or receives no fines, fees and assessment funds,
do they need to notify SOVA?

Yes, it is recommended that SOV A receives dated on letterhead a letter from that
municipality stating such information so that it may be placed on file within the
office for future reference. Also, in an effort to assist any crime victims within
that area, it is recommended that some sort of contract is signed with the county
law enforcement agency regarding providing any necessary services to crime
victims when warranted. If this is done, then a statistical monthly, quarterly and
year-end report regarding the number of victims assisted, services provided and
types of victims assisted is given to that municipality. This will assist and aid in
the accountability of services being provided to crime victims if the need arise.

If a law enforcement agency receives any portions of the Victim Assistance
Fines, Fees and Assessment Fund, are they required to submit a budget to
SOVA?

Yes, per Auditing Proviso, any local entity or non-profit organization who
receives funding from victim assistance is required to submit their budget to the
State Office of Victim Assistance within thirty days of the budget being approved
by the local governing entity or non-profit organization. In addition, any entity
or non-profit organization receiving victim assistance funding must cooperate
and provide expenditure/program data requested by the State Office of Victim
Assistance.




Salaries

Can a portion of a part time officer/part time advocate within the police
department or sheriff’s department be paid out of the funds?

Yes, but only under the following circumstances such as the town being very
small (in most cases) and has only a few officers or if the sheriff has made a
decision to use one of his officers to perform the duties of an advocate. There
should be a job description indicating the percentage of time that the
officer/advocate will serve as an advocate or that the municipality or county as
designated. In order to determine a percentage of time, statistical research will
need to be conducted showing over the past 2 - 5 years the number of crime
victims (if municipality is small) in which assistance and services was provided
or should have been provided etc. This is based upon the definition of a crime
victim as outlined in ACT 141. Also, 90 days of Time and Activity forms must
be kept and provided to SOVA to initially determine the percentage of time.
After the percentage of time is determined, the Time and Activity forms will
need to be kept on an ongoing basis as long as the funds are used for salary as
outlined above.

However, once statistical research has been conducted and a percentage of time
determined from the Time and Activity forms, this is the amount of time that
the officer/advocate should be paid out of the Victim Assistance Fines, Fees
and Assessment Fund serving as a victim advocate. The other percentage of
time for the officer/advocate’s salary must come from the town’s police
department’s budget or the county sheriff’s department’s budget. It must not
come from the Victim’s Assistance Fines, Fees and Assessment Fund.

Also, as a reminder, the officer/advocate will be required to keep Time and
Activity forms weekly showing the types of victims assisted, services provided,
the amount of time spent with each victim etc. All Time and Activity forms are
required to be kept and updated on an ongoing basis as long as any portions of
the Victim Assistance Fines, Fees and Assessment Funds are being used to pay
the officer’s/advocate’s salary or portion of salary.

This will be reviewed for auditing purposes. Also, as another reminder, SOVA is
required to calculate the percentage used for salary after the initial 90 day review
of all Time and Activity forms or unless otherwise noted.

Can the victim assistance funds be used and allocated for administrative cost
to include but not limited to maintaining, tracking, recording and depositing
collected victim assistance funds?

No, the funds may not be used for this purpose since this is not considered
providing direct victim services to crime victims.




Are victim advocates required to keep job descriptions on file with the
County or Municipal HR department and Law Enforcement HR?

Yes, Victim Advocate should have a current job description on file within the
County or Municipal HR Office in addition to having one on file within the Law
Enforcement HR department. All Job descriptions must reflect the actual job
duties performed by the victim advocate and should be reviewed and updated
annually.

Can a portion of the Chief’s salary come from the funds?

Yes, but only under the following circumstances such as the town being very
small and has only the Chief or the Chief and one/two other officers and the
Chief has to perform the duties of an advocate. There should be a job description
indicating the percentage of time that the Chief will serve as an advocate each
week verses the Chief of Police. In order to determine a percentage of time that
the Chief shall serve as an advocate, statistical research will need to be conducted
showing over the past 2 - 5 years the number of crime victims that needed
assistance, services that were provided or should have been provided etc. based
upon the definition of crime victim as outlined in ACT 141.

Once the statistical research has been conducted and a percentage of time
determined, this is the amount of time that the Chief should be paid out of the
Victim’s Assistance Fines, Fees and Assessment Fund for serving as a victim
advocate each week. The other percentage of time the Chief should be paid out
of the town’s police department’s budget and not from the Victim’s Assistance
Fines, Fees and Assessment Fund.

Also, the Chief will be required to continue to maintain on an ongoing basis the
Time and Activity forms weekly showing the types of victims assisted, services
provided, the amount of time spent with each victim and the percentage of time
must match the percentage of time designated for the job description assisting
victims each week. The Time and Activity form will need to be kept and updated
weekly on an ongoing basis as long as any portions of the Victim Assistance
Fines, Fees and Assessment Funds are being used to pay a portion of the Chief’s
salary. This will be reviewed for auditing purposes. Also, SOVA is required to
calculate the initial percentage used for salary after the 90 day review of the Time
and Activity forms.

Can judges, municipal and county administrators, finance directors etc. be
paid out of the funds?

No, this is not considered providing direct victim services as a victim advocate;
therefore, it is not an allowable expense.




Can the victim assistance funds be used to pay the salary for therapists?

Yes, if the therapists (must provide direct services to crime victims only and have
trauma training) is not covered by a grant and the agency is not billing SOVA for
crime victims’ compensation reimbursement for the therapist’s salary, then the
donated funds to the agency may be used to pay for the salary or cover portions
of the salary. The agency cannot “double dip”. Meaning, if the salary is covered
by another source, then you cannot bill SOVA too for the services rendered and
you must ensure that the therapist is providing direct victim services to crime
victims only.

Can the victim assistance funds be used to pay the salary for a forensic
interviewer?

Yes, if the forensic interviewer (must provide direct services to crime victims
only) is not covered by a grant and the agency is not billing SOVA for crime
victims’ compensation reimbursement for the forensic interviewer’s salary, then
the donated funds to the agency may be used to pay for the salary or cover
portions of the salary. The agency cannot “double dip”. Meaning, if the salary is
covered by another source, then you cannot bill SOVA too for the services
rendered and you must ensure that the forensic interviewer is providing direct
victim services to crime victims only.

Can the victim advocate provide assistance to suspects and to inmates who
were victimized while incarcerated?

No, the victim advocate cannot provide assistance to suspects and to inmates
victimized while incarcerated if they are paid 100% of their salary out of the
victim assistance fund. If the victim advocate’s salary is not paid 100% out of
the victim assistance fund and this type of assistance by the advocate is
warranted, the advocate and immediate supervisor are required to contact SOVA
Auditing department for further assistance and guidance prior to services being
rendered.

Can police and or state retirement be paid out of the Victim Assistance
Fines, Fees and Assessment Funds?

Yes, but only under the following circumstances and that is, if a victim advocate
is a full time advocate but is also a certified officer and only has one retirement
and that is police retirement, then the retirement can be paid in full out of the
funds since this is a full time victim advocate that just happens to be a certified
officer as well. However, to determine retirement that should be paid out of the
funds if the advocate is part advocate and part officer and has police retirement
and state retirement, then there should be a job description indicating the
percentage of time that the advocate will serve as an advocate each week.




In order to determine a percentage of time that the advocate shall serve as an
advocate and or officer, statistical research will need to be conducted showing
over the past 2 - 5 years the number of crime victims that needed assistance,
services that were provided or should have been provided etc. based upon the
definition of crime victim as outlined in ACT 141. Once the statistical research
has been conducted and a percentage of time determined, this is the amount of
time that the advocate should be paid for state retirement out of the Victim’s
Assistance Fines, Fees and Assessment Fund for serving as a victim advocate
each week.

As it relates to the other retirement which would be the police retirement
percentage of time, the advocate serving as an officer should be paid out of the
town’s police department’s budget and not from the Victim’s Assistance Fines,
Fees and Assessment Fund since this is the portion related to this person being an
officer.

Also, the advocate will be required to keep 90 days of Time and Activity forms
weekly showing the types of victims assisted, services provided, the amount of
time spent with each victim and the percentage of time must match the
percentage of time indicated in the job description for assisting victims each
week.

The Time and Activity form will need to be kept and updated on an ongoing

basis as long as any portions of the Victim’s Assistance Fines, Fees and
Assessment Funds are being used to pay a portion of the advocate’s state
retirement and this person is serving as both advocate and officer. This will be
reviewed for auditing purposes. Also, SOVA is required to calculate the
percentage used for salary after the 90 day review of all Time and Activity forms.




Vehicles

Q1:

A:

Q2:

A:

Can supplies be purchased out of the fund to wash and keep the victim
advocate’s vehicle clean?

No, this is not an allowable expense

Can the victim advocate vehicle purchased out of the fund be discarded at
any time?

No, the approved guidelines clearly states, “Automobiles shall be used solely by
the Victim Service Provider (VSP) for providing direct victim services for the
life of the automobile”. The life of a vehicle is until a mechanic states the
vehicle is deadline. This means remove a vehicle or piece of equipment from
operation or use for one of the following reasons: a. is inoperative due to damage,
malfunctioning, or necessary repairs are expensive; b. is unsafe; and c. damaged
by further use of the vehicle. The term does not include items temporarily
removed from use by reason of routine maintenance and repairs that does not
affect the working capability of the vehicle”.




Donations

Q1:

If a law enforcement agency provides a donation to a non-profit
organization out of the funds, does that non-profit organization have to
provide any reports to the law enforcement agency regarding the
accountability of funds?

Yes, if law enforcement provides a donation to a non-profit organization, it is
recommended this will assist with accountability of funds and for auditing
purposes that a statistical monthly, quarterly and year-end report regarding the
number of victims assisted, services provided and types of victims assisted be
provided to the law enforcement agency providing the donation to the non-profit
organization.

If a non-profit organization receives a donation from law enforcement agency
out of the funds, does that non-profit organization have to provide SOVA
with a copy its budget each year?

Yes, each year that the non-profit organization receives the donation from the
law enforcement agency, their budget must be submitted to SOVA within 30
days of its approval. Please refer to legislative Proviso 117.51. It is
recommended this will assist with accountability of funds and for auditing
purposes that a statistical monthly, quarterly and year-end report regarding the
number of victims assisted, services provided and types of victims assisted is
provided to the law enforcement agency providing the donation to the non-profit
organization.

Can the funds be used for donations to Crime Stoppers?

No, the funds may not be used for a donation to Crime Stoppers. This is not
considered providing direct victim services

If a non-profit agency (or any agency) is receiving donated victim assistance
fines, fees and assessment funds from any entity, are they required to submit
to the donating agency a request letter for the funds and are they required to
prepare written statistical reports?

Yes, if a non-profit agency (or any agency) receives donated victim assistance
fines, fees and assessment funds, they are required to do both. Please see
information below outlining the process and procedure. The donation form can
be found on the SOV A website at www.sova.sc.gov.
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If you are donating funds to any agency or organization providing direct

victim services, please note the following information.
(Excerpts from SOVA Memo dated 1/29/2013):

Make sure the agency you are donating to request their donation in writing
indicating how they intend to use the funds to provide direct services to crime
victims. Please keep a record of this on file.

Make sure your agency responds to their request in writing informing them
of the amount that will be donated for direct victim services. Again, please
keep a record of this on file.

Make sure your response letter indicates the amount to be donated and inform
the agency requesting the donation that they are required to provide monthly,
quarterly and year-end reports to your agency showing the number and types
of victims assisted and services provided. A sample report can be found at
www.sova.sc.gov under the auditing tab attached to the sample contract.
Please keep all reports on file. These reports may be requested for review by
the auditing staff during the budget phase or if there is an audit scheduled for
your municipality or county.

The agency or organization receiving the funds will be required at the end of
the fiscal year to provide SOVA with a budget and or report showing how the
donated funds were used. They can send their budget with your agency’s
budget or they can send it separately. The budget is required to be submitted
to SOVA each year per Proviso.

Q5: If anon-profit organization receives a donation from law enforcement agency
out of the funds, can the donated funds be utilized toward paying the non-
profit organization building lease?

Yes, a non-profit may use a portion of donated Victim Assistance Fines, Fees, and
Assessment Funds towards the lease of a building. An example of the Non-profit
Allowable Victim Assistance Fines, Fees, and Assessment Fund Lease Process and
Procedures can be found on the SOVA Auditing Website at www.sova.sc.gov.
However, please note the follow requirements:

The non-profit MUST provide direct service to crime victims.

The non-profit MUST adhere to all donation guidelines as outlined on the
SOVA Donation Form (located at www.sova.sc.gov under the auditing tab).

The non-profit will be allowed 150 square feet per person providing direct
services.

The non-profit will be allowed to pay lease for those personnel only that
provide direct service to crime victims. (The non-profit MUST forward a
copy of all job descriptions to SOVA for review and accountability purposes)
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e If all personnel within the leased building provide direct service to crime victims
100% of the time, the lease MAY be paid at 100%. (The non-profit MUST
forward a copy of all job descriptions to SOVA for review and accountability

purposes)

The non-profit MUST contact SOVA prior to utilizing Victim Assistance
Fines, Fees, and Assessment funds annually if used for lease

CONTACT SOVA TO DISCUSS ALL LEASE
PROCESS AND PROCEDURES




Contracts

Q1:

A:

Is it mandatory that a municipality have a contract with the county?

No, it is not mandatory; however, for best practice purposes it is highly
recommended and would then become a part of the municipality’s records.

If a specific police department wishes to have the county collect their fines,
fees and assessment fund, what needs to take place?

The specific police department should expect a contract to be written, agreed
upon by both parties and signed by the Chief and Sheriff or their designee. It is
recommended this will assist with accountability of funds and for auditing
purposes a statistical monthly, quarterly and year-end report regarding the
number of victims assisted, services provided and types of victims assisted is
given to the police department that the county has entered a contract agreement
for services rendered to crime victims.




Trainings and Events

Q1:

A:

Can advocates purchase training “favors” (ex: cup holders, fans etc.)

No, these items are not considered an allowable expense and cannot be purchased
out of the fund.

Can snacks be purchased for meetings that victim advocates will be
attending?

No, snacks for a meeting the advocate attends are not considered an allowable
expense and cannot be purchased out of the funds.

Can law enforcement agencies receiving funds provide a donation for
breakfast and or lunch for a victim advocate group hosting a certified
training approved by the Crime Victims’ Ombudsman’s Office of Victim
Services Education and Certification?

Yes, the funds can only be used as a donation for training events approved by the
Crime Victims’ Ombudsman’s Office of Victim Services Education and
Certification. However, the law enforcement agency must follow State per diem
guidelines and not exceed $6.00 per person for breakfast and $7.00 per person for
lunch.

The donation can be less than the above amount but not more than the per diem
amounts listed. It is recommended that receipts are maintained and organized
and an agenda for the specific training should be attached for finance and
auditing purposes. If all donated funds for the training are not used for breakfast
and or lunch, the remaining funds should be returned to the law enforcement
agency. These funds should be placed back into the Victim/Witness Fines, Fees
and Assessment fund along with supporting documentation.

Can funds be used to purchase and or assist in the building of a training
facility that will be used by county and or city officials?

This is only allowable under the following circumstances and we encourage you
to call our office to discuss this matter with one of our auditors in detail prior to
moving forward with this type of expense: The victim advocate must provide
direct victim services within this facility and must first determine a percentage of
the time that the facility would be used providing direct victim services by the
advocate.

Each time the advocate uses the facility, the advocate must continuously maintain
a Time and Activity form indicating the date, usage of time and the type of direct
services provided to the crime victim (see sample form at www.sova.sc.gov -
under auditing tab technical assistance/support documents). It is only when this
has been established that a percentage of the funds can be used for this purpose.
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It is important to remember that the victim advocate must be able to use the
facility for providing direct services to crime victims in order for a percentage to
be allowed for this purpose. It is recommended that the Time and Activity forms
are used by the victim advocate for at least 60 — 90 days to assist in determining a
percentage that may be considered allowable for this type of expenses.

Again, you are encouraged to call our office to discuss this in a more detailed
manner prior to using any of the funds in assist with this type of project.




Departmental Purchases

Q1: Can funds be used to pay for a bar coding system used by the Sheriff’s
Office or Police Department?

A: No, this is not an allowable expense

Can books such as the Code of Laws handbooks be purchased out of these
funds?

No, this is not an allowable expense and not considered direct victim services;
therefore, cannot be purchased out of the funds.

Can funds be used for uniforms?

A: No, this is not an allowable expense. This is no longer found under the new
suggested guidelines.

Q4: Can pepper spray be purchased out of funds for the victim advocate?

A: No, this is not an allowable expense
Can a bullet proof vest be purchased out of the funds for a victim advocate?
No, this is not an allowable expense. While there may be a need for the advocate
to have a vest, this should be purchased out of the sheriff’s department and or

police department’s budget.

Can the victim assistance funds be used to pay the cable bill or a portion of
the cable bill?

No, the funds may not be used for this purpose since this is not considered
providing direct victim services to crime victims.

Can funds be used to pay for the enhancement of videos regarding the
commission of crime to assist and aid in identifying suspect?

No, this is not considered providing direct victim services and is considered
investigations. Therefore, it is not an allowable expense.

Can funds be used to pay for a Restitution Officer/Coordinator?

No, this is not an allowable expense.




Can funds be used to pay for a security system in the courthouse or
courtroom?

No, this is not an allowable expense

Can SOVA receive complaints regarding the Victim Assistance Funds?

Yes, all complaints must be filed with SOVA in writing. Also, SOVA can receive
anonymous reports as well. Anyone seeking to file an anonymous report is
encouraged to call SOVA first so that further instructions may be provided on

this process.

Can the victim advocate possess a debit and or credit card linked to the
victim assistance bank account for purchases out of the fund?

No, the victim advocate cannot possess a debit and or credit card linked to the
victim assistance bank account for purchases out of the fund.

Can the victim assistance funds be used to purchase and install a security
camera for the victim assistance program and or office space?

No, the funds cannot be used for this purpose. This is unallowable because it is
not providing direct services to crime victims.

Can supplies be purchased for an advocate ceremony?

No, supplies for ceremonies are not an allowable expense and cannot be
purchased out of the funds.

Can the funds be used to assist and aid in prevention or for the victim
advocate to perform prevention work/duties?

No, this is not an allowable expense and is not considered to be direct victim
services.

Can the funds be used to purchase shoes for the victim advocate?

No, the funds may not be used to purchase shoes for the victim advocate. This is
not an allowable expense.




Victim Related Purchases

Q1:

A:

Can flowers be purchased out of the fund?
No, this is not an allowable expense and cannot be purchased out of the fund.

Can funds be used to pay for items of crime victims at pawn shops so that
those items can be returned to crime victims?

No, this is not considered providing direct victim services; therefore, it is not an
allowable expense.

Can funds be used to pay for the towing of victims’ vehicles?

No, this is not considered providing direct victim services; therefore it is not an
allowable expense.

Can the funds be used to pay for parking for victims and witnesses for court
proceedings?

No, the funds may not be used to pay for parking for victims and witnesses for
court proceedings. This is not an allowable expense.

Can the funds be used to purchase a missing car key (or any other type of
key) for the crime victim?

No, the funds may not be used to purchase a car key or any other type of key for
the crime victim. This is not an allowable expense.

Can the funds be used to pay for DNA testing of the defendant?

No, the funds may not be used for this purpose. This is not an allowable
expense.

Can food/snacks be purchased for the victims while they are waiting in court
or attending a meeting with the solicitor and or law enforcement?

Yes, food and snacks can be purchased for the victims while they are awaiting
court and or meeting with the solicitor’s office and or law enforcement. It is
recommended that receipts are maintained, organized and attached to the
supporting documents. In addition, the name of the case should be included for
accounting and auditing purposes.




Can advocates be reimbursed for money they may have spent in purchasing
food for the victims while they are awaiting court and or meeting with law
enforcement/solicitor?

Yes, the advocate can be reimbursed for out of pocket expenses for the purchase
of food for the victims while they were awaiting court/ meeting with solicitor and
or law enforcement. Again, it is recommended that receipts are maintained and
organized. The case file number should be kept with documents to identify the
case later for finance and auditing purposes.

Can funds be used to assist the crime victims’ family with funeral/burial
assistance in a homicide case?

No, the family of a homicide case is encouraged to meet with their local victim
advocate to discuss their options of filing a crime victims’ compensation
application for assistance with funeral/burial expenses or discuss other possible
community resource options that may be available.

Can funds be used to pay for the enhancement of videos regarding the
commission of crime to assist and aid in identifying suspect?

No, this is not considered providing direct victim services and is considered
investigations. Therefore, it is not an allowable expense.

Can ACT 141 money be used to pay for or reimburse victims or witnesses
who are not expected to testify at a criminal proceeding?

No, ACT 141 money may not be used to pay for or reimburse victims or
witnesses who are not expected to testify at a criminal proceeding.

Can funds be used to pay for victim peer programs?

No, funds cannot be used for peer programs. This is not providing direct victim
services; therefore, it is not an allowable expense.




Finance Director Support

Q1
A:

Can you supplement the Victim Assistance Program with the General Fund?

Yes, a County/Municipality can choose to supplement the financial obligation of
the Victim Assistance Program. However, it is important to ensure you are using
the VSCC approved guidelines as a tool for approving the program expenditures.
Also, please let us know you are doing this via correspondence.

Is there a cap on the total amount of retained Victim Assistance Fines, Fees
and Assessment Fund (VAFFA)?

Yes, Proviso 93.35 states, “A county or municipality may retain carry
forward funds that were collected pursuant to Sections 14-1-206 (B) and (D), 14-
1-207 (B) and (D), 14-1-208 (B) and (D), and 14-1-211 (B) of the 1976 Code, but
no more than $25,000 or 10% of funds collected in the prior fiscal year,
whichever is higher. If a county or municipality does not spend at least 90% of
the funds collected pursuant to Sections 14-1-206 (B) and (D), 14-1-207 (B) and
(D), 14-1-208 (B) and (D), and 14-1-211 (B) on Article 16, Chapter 3, Title 16
first priority and/or second priority programs during the fiscal year that the funds
are received then the county or municipality shall remit any unspent funds that
are greater than the allowed carried forward funds, regardless of the year
collected, to the State Victim Assistance Program (SVAP) with the Department
of Public Safety, Office of Highway Safety and Justice Programs within 120 days
after the end of the fiscal year.

SOVA shall offer training and technical assistance to each municipality and
county annually on acceptable use of both priority one and priority two funds and
funds available for competitive bid.

SOVA is authorized to transfer to the State Victim Assistance Program housed in
the Department of Public Safety any state funds deemed available under SOVA
authority to be placed in the competitive bid process.

The State Victim Assistance Program shall offer any funds remitted to it to non-
profit organizations that provide direct victim services on a competitive bid
process. These funds may be used by the non-profit for administrative costs and
victim services.”




If 1 am a small municipality and have no regular expenditures coming out of the
fund, do I need to develop a budget to submit annually?

SOVA understands every County/Municipal Victim Assistance Program is
unique therefore, if you do not have regular expenditures coming out of the
victim assistance fund, please contact the SOVA Auditing Section to receive
details on what would be the appropriate budget submission documentation
needed from your office.

Is it ok to put all of the Victim Assistance Fines, Fees and Assessment Funds in
the same account?

There should be no co-mingling of the victim assistance funds with any other
retained funds within the municipality or county. These funds should be
separately identified in the governmental entity’s annually adopted budget.
Please keep in mind it is very important that you have an accurate account of
how much is available in your VAFFA Funds. If you receive funds from other
municipalities via a contract, please be prepared to identify those funds received
from each municipality.

Can the Victim Assistance Fines, Fees and Assessment funds be given directly to
a crime victim?

No, the victim assistance fund is to be retained to ensure your victim advocate have
the proper tools to provide the much needed direct services for the victims in your
area. According to the Victim Service Coordinating Council, it is considered
unallowable to give any of the funds directly to a victim.

What is the difference between the Victim Assistance Fines, Fees and Assessment
Fund and the funds received by the Solicitor’s Office from SOVA?

The VAFFA fund is the only money monitored by the SOVA Auditing Section. It is
the portion of the fines, fees and assessments state law requires counties and
municipalities to retain on a monthly basis for their Victim Assistance Program. We
do not audit the Solicitor’s Office funds forwarded from the state to your agency
through SOVA (if this is applicable to your agency). However, these funds must be
used as well under the same guidelines and cannot be given to victims.

Q7: What is the overall requirement to remember in approving Victim Assistance
Fines, Fees and Assessment Fund expenditures?

A: PLEASE REMEMBER, “IS THE PERSON MAKING THE REQUEST
PROVIDING DIRECT SERVICES TO CRIME VICTIMS?” Review the Approved
Guide and Frequently Asked Questions Section on the SOVA website at
www.sova.sc.goV (click on auditing tab). Should you have any further questions, call
803.734.1900 and request to speak with someone in the Auditing Section?
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Can the victim advocate’s salary be paid at 100% out of the funds if the
advocate is performing other duties within the County or Municipality
Administrative office and or Law Enforcement department not providing a
direct service for crime victims?

No, if the victim advocate performs duties other than providing a direct service to
crime victims, the advocate’s salary cannot be paid out of the victim assistance fund
at 100%. There must be an allowable percentage determined prior to utilizing any
funds toward this position. If this position is currently being paid at 100%, take the
following steps to ensure compliance. The Finance Director must:

1. Halt all future payments from the victim assistance fines, fees, and
assessment funds immediately.

2. Review and ensure the victim advocate’s job description is updated and
outlines all job duties actually performed including both the direct victim
services as well as other job duties. Once updated, ensure the new job
description is placed on file within the county/municipal HR department
and kept on file within the law enforcement agency.

Contact the SOVA Auditing Department at (803) 734-1900 to discuss
Time and Activity forms

Inform the part time advocate that daily Victim Assistance Time and
Activity forms are required to be submitted weekly within their area
showing the types of victims assisted, services provided, the amount of
time spent with each victim as well as signed and dated etc. A SOVA
Auditor will provide technical assistance in determining the initial
allowable percentage. The initial 90 days of Time and Activity forms
must be submitted to SOVA for review and will be used to determine the
allowable percentage of victim assistance fines, fees, and assessment
funds to be paid towards this position. The advocate will be provided an
initial percentage by SOVA to be used for at least 12 months. Afterwards,
it can be recalculated if the agency chooses to do so. The State Office of
Victim Assistance must be notified if recalculated of the percentage.

After the percentage of time is determined by SOVA, the time and activity forms
will be required to be kept on file on an ongoing basis as long as other duties are
performed. Once a percentage of time is determined from the Time and Activity
forms, this is the amount of time that the part time advocate should be paid out of the
Victim Assistance Fines, Fees and Assessment Fund for serving as a victim
advocate.

The other percentage of time for the part time advocate’s salary and expenses must
come from a different funding source. It cannot come from the Victim Assistance
Fines, Fees and Assessment Fund.

The Time and Activity forms may be reviewed for auditing purposes during budget
reviews or audits. Also, as another reminder, SOVA is required to calculate the
percentage used for salary after the initial 90 day review of all Time and Activity
forms or unless otherwise noted.




What are the procedures for donating money to a Non-Profit Organization or
Other Entity?

Please ensure that the following checklist has been completed prior to the issuance of
Victim Assistance Fines, Fees and Assessment Fund to a Non-Profit Organization
or Other Entity.

(1) Did you receive a request letter from the agency making the donation request
identifying how these funds will be used in providing direct victim services to
crime victims? All requests must be submitted yearly and considered a one-
time donation and is not a guarantee of funds.

(2) Did your agency respond with written notification to the request letter
indicating the amount that will be donated for only direct victim services to
the requesting agency?

(3) Did your agency ensure that the response letter indicates the amount to be
donated and inform the agency requesting the donation that they are required
to provide monthly, quarterly and year-end reports to your agency showing
the number and types of victims assisted and services provided? A sample
report can be found at www.sova.sc.gov under the auditing tab attached to the
sample contract. These reports may be requested for review by the auditing
staff during the budget phase or during an audit if warranted.

(4) Did your agency inform the requesting agency or organization receiving the

funds that they will be required at the end of the fiscal year to provide SOVA
with a budget and or report showing how the donated funds were used? The
budget/expenditure report is a requirement per Proviso 89.61.

This is separate from any contract negotiations between counties/municipalities.
However, all contracts should include amounts to be transferred to
county/municipality providing services and reports above are required by the
contractual county/municipality.

(See Donation Form at www.sova.sc.gov (click on auditing tab)

If you have further question or concerns please contact SOVA Auditing Section for
further guidance.
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Q10: Can the cost associated with preparing the required supplemental schedule in
the annual financial audit be paid from of the Victim Assistance Fines, Fees and
Assessment Fund?

A:  No, although the cost to prepare an audit supplemental schedule can be paid out of the
fines, fees and assessment, it cannot be paid out of the victim assistance portion. The
county/municipality can deduct the cost of preparing an audit supplemental schedule
from the individual State submitted fines, fees and assessments instead of submitting
a copy of the purchase invoice to the State Treasurer’s Office. If you have been
paying for this out of the victim assistance fund, you are required to replace all funds
back into the VAFFA Fund and ensure proper documentation is readily available (if
requested) showing this has been done. It is possible to receive a credit for prior
year’s payment; however, you will need to contact the State Treasurer’s Office at
803.734.2101 for further information.

Why is it important to inform SOVA of money transfers into the Victim
Assistance Fines, Fees and Assessment Fund from other county/municipality
funds?

It is very important that you note any money that is transferred to help support the
victim assistance program. Because, if there is any unallowable expenditures from
the fund, the county/municipality will be required to replace the money back into the
victim assistance fund. However, if SOVA is aware that the general fund assisted in
supporting expenditures of the victim assistance fund, your agency may be credited
an unallowable expenditure amount up to the general fund transferred total amount.

What information should be captured when preparing the Annual Financial
Audit Schedule of Fines, Fees and Assessments?

According to the SC Law 14-1-201 (D) (1) (f), to the extent that records are made
available the supplementary schedule must include the following elements regarding
victim services and activities:

1) The total funds, by source, allocated to victim services activities
2) How those funds were expended
3) Any balances carried forward

Note: All Finance Offices should provide the Sheriff and/or Chief with monthly
financial reports regarding the VAFFA fund account balance, revenue,
expenditures etc...




SOVA Auditing Publications

* Victim Assistance FFA Fund Brochure

* Victim Assistance Program Sustainability - Flyer
* Victim Advocate Program Tips - Flyer

* Magistrate (Act 141) - Flyer

* Municipal (Act 141) - Flyer

* Technical Assistance At-A-Glance -Flyer

* Auditing Tool Kit — Booklet

*Victim Advocate Procedural Manual — Booklet

Vietim Assistance Fines, Fees, and
Assessment (VAFFA) Fund

Sustainability

o S 2 e ko sy ey sl ot 0y s fer-
et ot o 2 caprag

ACT 141 VA Manual

You may find all of the above publication items and more on the SOVA
website at www.sova.sc.gov (click the auditing tab) or call 803.734.1900.

If you have questions, please do not hesitate to contact our office. We are
here to assist you and provide you information, technical assistance and
support equipping you with the proper tools to ensure that the victim
assistance funds are spent according to State law.
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Ethel Douglas Ford, CPM
Deputy Director

N\\'I \\\" Office: 803.734.1704

Fax: .803.734.1708

2 Ethel.Ford@admin.sc.qov
YN
# 7 [ 1 Richelle Melvin, CGAP
=\ /// \ Senior Auditor
Y Z, Office: 803.734.4137
o Fax: 803.734.1708
Richelle.Copeland@admin.sc.gov

Dexter Boyd

Lead Auditor

Office: 803.734.0434

Fax: 803.734.1708
Dexter.Boyd@admin.sc.gov

SOUTH CAROLINA |
Tiffany Boozer

St.at‘e Offic? Of él#ji:;[::r803.734.1048
Victim Assistance [t

in 1 y Teresa Green
Rooted injustice g

Guided by law  Office: 803.734.7108

. Fax: 803.734.1708
Prope"ed by humanlty Teresa.Green@admin.sc.gov

SCHEDULE YOUR TRAINING TODAY!

The SOVA Auditing staff is available to conduct training and presentations on our
policies, procedures, proviso and approved guidelines should you need additional
information. If you are interested in coordinating such event, please do not hesitate to
call Ethel Douglas Ford, CPM at 803.734.1704.

We are excited about having the opportunity to collaborate with so many great agencies
in South Carolina and look forward to working with you!
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Ethel Douglas Ford, CPM
Biography

Mrs. Ford is the Deputy Director with the State Office of Victim Assistance (SOVA). In the absence
of and or in conjunction with Director, she provides leadership, supervision, management and guidance
to SOVA's staff and departments regarding the agency's policies, procedures, goals, vision, mission,
appeals, claims processing, victim issues etc. She directly manages and supervises Outreach
staff/initiatives and SOVA Auditors, Interns, Vet-for Success and Volunteers. She works with the
Director in recommending sound strategies and operational procedures to ensure effective
programmatic office functions. She reviews requests for additional funding and coordinates with staff
as needed to resolve the agency's complaints. Mrs. Ford is responsible for coordinating and preparing
accountability reports, risk management assessments/strategies, development and implementation of
mass casualty procedures, develop and update policies and coordinate and or serve as liaison for cyber
security awareness. Also, she serves on numerous national and local Boards/Committees regarding
compensation and work with the VSCC Council on behalf of SOVA as needed. She serves as SOVA's
Statewide Victim Advocate and supervises, manages and coordinates all agency training events to
include outreach initiatives and SOVA Training Team/updates. She is responsible for coordinating
and conducting training nationally/statewide on compensation and or victim related issues. Mrs. Ford
provides statewide technical assistance and support to victim advocates regarding program
development and implementation and victim services issues and serves as Project Manager for the
South Carolina Victim Assistance Academy. She Supervise, manage and coordinate agency
publication items and responds to all constituent emails submitted via the SOVA website as well as
coordinate SOVA website updates. Also, she manages, supervises and coordinates auditors as they
perform programmatic and financial audits of the Victim Assistance Fines, Fees and Assessment Funds
across the state as legislatively mandated.

Prior to becoming the Deputy Director, she served as SOVA’s Program Manager. Prior to joining
SOVA, she worked at the South Carolina Department of Public Safety, in the Office of Safety and
Grants, as a Victim of Crime Act (VOCA) Program Information Coordinator. Also, she worked in the
Sixteenth Judicial Circuit Solicitor’s (District Attorney’s) Office as a Victim Advocate where she
assisted all crime victims. She also assisted in the development and implementation of the victim
assistance program.

Mrs. Ford has received a National Advocate Credential as a Credentialed Victim Advocate with a
designation as a Program Management Specialist (CA) and as a Certified Victim Service Specialist
through the Office of Victim Services Education and Certification Program (OVSEC). She holds a
certificate of completion from the National Victim Assistance Academy and the University of South
Carolina in Victim Services. She has also worked as a Certified Intervention Specialist for alcohol and
drug abuse. She currently serves as the President for the Executive Board of the National Crime
Victims’ Compensation Association. She has also served as a member of the South Carolina Crime
Victims’ Advisory Board for Compensation at SOVA, the South Carolina Victims’ Assistance
Network (SCVAN) Advisory Board, and Ad Hoc Committee for the SC State Victim Assistance
Academy and Community Advisory Board for Parents of Murdered Children, Inc. - South Carolina
Chapter. Mrs. Ford is a graduate of the Governor’s EXCEL Leadership class, Associate Public
Manager (APM) Program and has been selected in the past as Outstanding Young Woman of America.
Lastly, she is a graduate of the State’s Certified Public Manager’s Program (CPM) and currently serves
on the Board.

Throughout her career, Mrs. Ford has coordinated, facilitated, conducted and attended numerous
presentations, training events and worked on special projects related to victim issues on a national and
state level. She has over 30 years of experience working within the criminal justice system with
offenders and or crime victims. She holds an Associate of Arts Degree from Spartanburg Methodist
College and a Bachelor of Arts Degree in Sociology from Winthrop University.
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Richelle A. Melvin, CGAP
Biography

Mrs. Melvin is the Senior Auditor with the State Office of Victim Assistance (SOVA). She is
responsible for assisting in the development and implementation of the SOVA Auditing
Department. She coordinates and conducts both financial and programmatic reviews for any
entity or non-profit organization that receives a portion of the retained Victim Assistance
Fines, Fees, and Assessment (VAFFA) funds within the State of South Carolina. Her
department is tasked with monitoring the county or municipal retained Victim Assistance
Fines, Fees, and Assessment (VAFFA) funds through budget reviews, on-site and desk audits,
training and continued technical assistance to ensure county or city officials are properly using
funds in accordance with SC Laws and Regulations. She works closely with numerous state
agencies to ensure collaborative efforts have been achieved in assuring full compliance with
state legislation.

She is responsible for managing the department’s daily operations and working closely with
management to bridge the gap between the county and municipal administrations, law
enforcement and victim advocates regarding the Victim Assistance Fines, Fees, and
Assessment funds through continued technical assistance, support, training and public
awareness.

Prior to joining SOVA, Mrs. Melvin served as a Military Police in the U.S. Military Armed
Forces and as an auditor with the U. S. Army Audit Agency (AAA). Mrs. Melvin worked 6
years with the federal government and has been in state government since 2009. She received
a Bachelor of Science (BS) in both Biblical Theology and Accounting and now has an MBA
in Accounting and Finance.

Mrs. Melvin is a member of the SC State Internal Auditor Association (SIAA) and the
National Institute of Internal Auditor’s (IIA). She has received the Certified Governmental
Auditing Professional (CGAP) Certification and the SC Producer’s Life Accident and Health
Insurance License.

Mrs. Melvin is very active in her community. She has volunteered and worked President of the
Parent-Teacher Organization Executive Board for Horrell Hill Elementary School, President
of the Columbia Chapter of Zeta Alpha Psi Sisterhood and Director of Youth Services in her
local ministry. She loves working in the community and volunteering with various events
sponsored by non-profit organizations nationwide.

She is married to Mr. Donald Melvin and they have 2 wonderful daughters, Achonte and
Remaliah. Her motto is Ecclesiastes 3:1- “There is a time for everything, and everything on
earth has its special season!”




Dexter L. Boyd
Biography

Mr. Boyd is a Lead Auditor with the State Office of Victim Assistance (SOVA). He is
responsible for working with Program Manager and Senior Auditor to schedule compliance
audit/review priorities to include audits as needed both financially and programmatically. He
conducts audit/reviews using office policy and procedures, as well as, Generally Accepted
Accounting Principles (GAAP) and Generally Accepted Auditing Standards (GAAS).
Additionally, his duties include preparing reports on audits/reviews and identifying problems
and presenting solutions based on GAAP, GAAS and state laws and regulations. To complete
these duties Mr. Boyd must work closely with and collaborate with appropriate agencies as
deemed necessary and report potential problem areas to Program Manager and Senior Auditor.

Prior to joining SOVA, Mr. Boyd worked at Liberty Tax Service. He worked as a certified tax
preparer, which included, interviewing customers, collecting tax information and preparing
customer’s taxes. Mr. Boyd also worked at Boyd Realty performing bookkeeping and
accounting duties.

Mr. Boyd received the Columbia Urban League Award for excelling in Art in 2003. He
graduated from Francis Marion University in 2009, where he received a BBA in Accounting.
He is a member of Brookland Baptist Church in Columbia, SC.




Tiffany M. Boozer
Biography

Ms. Boozer is an Auditor with the State Office of Victim Assistance (SOVA). Under the
general supervision of the Deputy Director and Senior Auditor, Ms. Boozer is responsible for
coordinating with management in providing oversight both financially and programmatically
of the Victim Assistance Fines, Fees and Assessment Fund. She conducts audits, budget
reviews and complaint reviews as warranted, utilizing established office policy and procedures
to ensure adherence to state laws, Generally Accepted Accounting Principles (GAAP) and
Generally Accepted Auditing Standards (GAAS). She prepares reports on audit/reviews,
identifies problems, and presents solutions based on GAAP, GAAS, and state laws and
regulations. Ms. Boozer also assists with inquiries and auditing training and provides
technical assistance and support as needed.

Prior to joining SOVA, Ms. Boozer worked as a partnership tax specialist in the private sector,
which included the preparation and completion of federal and state returns for partnership
based entities. She also worked as a claims specialist in the dental insurance industry for over
four years, in which she was responsible for understanding and ensuring compliance to
Medicaid policies and procedures throughout a number of states.

Ms. Boozer received her Bachelors of Science in Accounting in 2012 from Limestone
College. She also earned both her Graduate Accounting Certificate and Masters of Science in
Accounting from the University of Phoenix.

Ms. Boozer is actively involved in her community and church and often volunteers at a local

shelter.

She is the mother of one lovely daughter.




Teresa L. Green
Biography

Ms. Green is an Auditor with the State Office of Victim Assistance (SOVA). She has worked

at the following locations prior to SOVA:

e Department of Social Services as an Auditor.
e Blue Cross and Blue Shield of SC as an Auditor.

¢ Benedict Collage as an Accountant.
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